
INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Departmt of Archives and History. RIsqrds Management Division, 330 Capitol Avenue. Atlsnta, Georgia, 30334, 
Attention: Scheduling Section. 

fOR AGENCY W E  1. Agency Address FOR RECDRDSMANAGEMENT USE 
mliatm Dnts Department o f  Human Resources Aimltcation Nurnhr 

76- a l g  Division o f  A d m i n i s t r a t i o n  
P a t i e n t  Accounts U n i t  June 24 ,  1976 

Oam Recnved Dam CornolstM mliQtion Number 47 T r i n i t y  Avenue ,  Rm. 318-H 

!. Porrontobntra Working Titie Tolephone Number 

L AetiiRequested 

DHR-75 A t l a n t a ,  Georgia JUN 2 8 1976 I 'WL - 6 1976 
c 

Gwen Brewster Director 656-4860 

a. 
b. 

- 
B Esabiisn Retention Schedule; record will continue to accumulate. 
0 Dlsgose of present accumulation; no further accumulation anticipated. 

c . 0  Amend AwliCation No. - CheckOne: 0 Change; a Supercede: 0 Void 
L h o t  Suiu 
iarliea Latest 

5. Records Series Time Ifollowed by tide used in offiw; if diffwentl 

1972 I Present P a t i e n t  Accounts Ledger  Corrections? F i l e s  
L Division md Office Function What is the function of the Division and the Office in which this record series IS created? 
he Division o f  A d m i n i s t r a t i o n  i s  responsible fo r  p r o v i d i n g  a d m i n i s t r a t i v e  s u p p o r t  t o  the 
lepartment.  T h i s  i n c l u d e s  genera l  a c c o u n t i n g  services; b u d g e t  deve lopment  and management; 
e n e r a l  s u p p o r t  services; data p r o c e s s i n g  and management information systems; patient account .  
ervices; and p e r s o n n e l  services. 

he P a t i e n t  Accounts U n i t  i s  responsible for  a c t i v e l y  i n v e s t i g a t i n g  each  p a t i e n t ' s  a b i l i t y  
o pay  upon entering any  S t a t e  h o s p i t a l ;  a p p l i e s  and collects f o r  cost o f  c a r e  from h o s p i t a l .  
' h i s  o f f i c e  a l s o  r e c e i v e d  Medicare i n s u r a n c e ,  Medicaid checks, p e r s o n a l  net income or other 
enefi ts  and a p p l i e s  t h e m  t o  i n d i v i d u a l  a c c o u n t s ,  checking to be s u r e  there i s  no overpay-  
lent. 

'. R I c w d  Suia Description This file contains the following documents /include form numbwsand rides, if any): 
Attach samples of the file. 

Documents relating to: &CU'&~&J~/& corrections o f  t r a n s a c t i o n s  t o  the P a t i e n t  Ledger F i l e .  3 -f 
&Pu-- 

Indudedare:n l i s t ings  i d e n t i f y i n g  h o s p i t a l  code ,  p a t i e n t  name and a c c o u n t  number,  d a t e  of 
service, t r a n s a c t i o n  d a t e ,  balance b r o u g h t  f o r w a r d ,  b i l l i n g  t o  d a t e ,  p a i d  t o  d a t e  and 
c u r r e n t  b a l a n c e  . ' 

File is arranged: c h r o n o l o g i c a l l y  b y  y e a r  t h e r e u n d e r  b y  q u a r t e r .  r 

.. - 
1. Monthly Rderena R a n  

One to six months old 
Y t y - f i v e  months and older .&? * 

How often are records referred to which are: 
; fhineen to twenty-four months old 5 1 0  ; Sven to twelve months old 

. - 
less t h a n  1. Annual R a a  of Accumulation of Records -_ Lettw4ze drawers : Legalsize drawers ;Shelves 1 ;Other /q.wcify) 

._ 



-- 
IES I NO I 10. ~ l o n n a i r r  (Place an "X" in the w o w  column) L * r  

a. Is this the official copy of the swies? 

I I c lsthisavitalrecord? 
I x I d. Does this series have historical or long term research ~ I w ?  

ile make it necessary to keep the entire file for a long period, could them 

1. Rnrmlon Rquirrments The following requires the wiea to te kept: 

8. st8tibW YeM. d. Audit ,period yean. 
b. Statumofllmitation . . Y C M .  e. Adminimatiw need d y e a n .  
L Wrral law yam. f. Federal retention innructions ~ 3 y e a n .  

Am& copy or ex- of laws or regulations. Explain administrative need. 
Based on p r e v i o u s  reference e x p e r i e n c e ,  P a t i e n t  Accounts need f i l e s  for a 10 y e a r  p e r i o d .  . 

2 Appr8vrd Dltposition Instruction8 This agency recommends that the file r r i e r  be cut off a t  the end of each: 
0 Calendar Year: W Fiscal Year: 0 Other 

- 
then, 

year(s): then la Hold in the currant files area ' month(,) 5 

a Destroy. 
0 Transfer to SUU Archives for permanent retention. 
0 otha lSpsciCyl 

0 Transfat to local holding area; hold yeads): then 
Tnnsfer to State Rmrds Center: hold year(s1; then 

, 

, /  

These inmuftions apply to a l l  prior and future accumulations of the series. 

ecommandatiom in para- 
8ph 12 are approved. 
f disspprovcd, ma& letter 
kxplanati0n.l 


